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Langley Research Center Facility Usage Request
Langley Research CenterFacility Usage Request
Submit Form via Fax to 864-4256 or MWR/Exchange, MS035, B2102, Room 157a
Submit Form via Fax to 864-4256 orMWR/Exchange, MS035, B2102, Room 157a
Facility Requested:  
Use this form for unofficial non-duty time or Exchange activities.
Facility Requested:  Use this form for unofficial non-duty time or Exchange activities.
Event Questions?  (Please answer for unofficial non-duty time or Exchange activities.)
Event Questions?  (Please answer for unofficial non-duty time or Exchange activities.)
2.  Is this an outside organization not affiliated with NASA?
3. Please identify the personnel attending the event as follows:
2.  Are non-badged personnel attending this event?
C. Will an Foreign National guests be attending?
2.  Are non-badged personnel attending this event?
If yes, security approval must be obtained.  Furthermore, submit a LF 103, NASA LaRC Security Services Branch (SSB) U.S. Citizen And Lawful Permanent Resident (LPR) Visitor Badge Request Form (29 days or less) not less than 10 days prior to event.  If you have questions, contact the Badge and Pass Office at ext. 42790. Copies of the Visitor Request Form(s) as well as an alphabetized list of visitors must be submitted to the Conference Manager.
If yes, security approval must be obtained.  Furthermore, submit a LF 103, NASA LaRC Office of Security Services (OSS) U.S. Citizen Visitor Badge request for (30 days or less) not less than 10 days prior to event.  If you have questions, contact the Badge and Pass Office at ext. 42790.  Provide copies of the Visitor Requests and a list of visitors must also be submitted to Conference Manager.
D.  How many attendees?
3.  How many attendees?
E.  Are dignitaries attending?
A.  Are dignitaries attending?
If yes, contact OSACB Office for concurrence, 864-3000
If yes, contact OSACP Office.
4. Will room setups and audio/visual support be required?
A.  Are dignitaries attending?
6.  Is the event a fund raising event?
6.  Is the event a fund raising event or Political event?
If yes, contact OCC.  Political events are prohibited as per LAPD 9050.8
If yes, contact OCC.
7.  Is transportation required for the event?
7.  Is transportation required for the event?
If yes, contact 864-5767
8.  Is parking support needed for the event?
8.  Is parking support needed for the event?
If yes, contact Security 864-8493
9.  Will guest(s) visit mission facilities?
9.  Will guest visit mission facilities?
Food and Beverage All events requiring food/beverages must be submitted to NASA Exchange Catering Office (ext. 44909 or Conference Manager (ext. 46362 in advance.  The Exchange has right of first refusal for food/beverage services.
Food and BeverageAll events requiring food/beverages must be submitted to NASA Exchange Catering Office (ext. 44909 or Conference Manager (ext. 46362 in advance.  The Exchange has right of first refusal for food/beverage services.
1.  Will food and beverage be served at your event?
1.  Will food and beverage be served at your event?
2.  Have food and beverages services been requested from NASA Exchange Catering?
2.  Have food and beverages services been requested from NASA Exchange Catering?
Contact the Conference staff @ 864-6362/6361 for assistance specific room set up and A/V support.
If yes, contact OCC.
3.  Is this a NASA Morale activity?
3.  Is this a NASA Morale activity?
4.  Will Alcohol be served?
4.  Will Alcohol be served?
NOTE:  Alcoholic beverages are not permitted until after 4 p.m.  Exception must be approved by Center Director. All alcoholic beverages must be purchased from the Exchange.  Contact 864-4909
NOTE:  Alcoholic beverages are not permitted until after 4 p.m.  Exception must be approved by Center Director.
For additional information as to what activities are permitted on center, please reference LAPD 9050.7 and LAPD 9050.8
For additional information as to what activities are permitted on center, please reference LAPD 9050.7 and LAPD 9050.8
Mission Support Organizational Concurrence
Mission Support Organizational Concurrence
Organization
Organization
Concur/Nonconcur/ N/A
Date
Comments
Security/COD
Security/COD
OSACB
OSACB
OCC
OCC
OD
OD
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